
 

The Nebraska Library Commission recommends these: 

Courses from SkillSoft 
Curriculum 

Series Course Asset ID Credits/Hours 

Best Practices for Desktop Users     

Information Security for End Users (3) 
   Introduction to Information Security db_iseu_a01_dt_enus 1 

  Using your Desktop Computer and Mobile Devices Safely db_iseu_a02_dt_enus 1 

  Using E-mail, the Internet, and Social Media Safely in a 
Corporate Environment 

db_iseu_a03_dt_enus 1 

Microsoft Office 2013    

Microsoft Office 2013: Beginning Word (5) 
  Performing Basic Tasks in Word 2013 mo_bgwo_a01_dt_enus 1 

  Editing and Formatting in Word 2013 mo_bgwo_a02_dt_enus 1 

  Using Tables in Word 2013 mo_bgwo_a05_dt_enus 0.5 

  Structuring a Document in Word 2013 mo_bgwo_a03_dt_enus 1 

  Adding Lists and Objects in Word 2013 mo_bgwo_a04_dt_enus 0.5 

Microsoft Office 2013: Advanced Word (8) 
  Advanced Formatting in Word 2013 mo_adwo_a01_dt_enus 1 

  Customizing Document Layout in Word 2013 mo_adwo_a02_dt_enus 1 

  Advanced Table Customization in Word 2013 mo_adwo_a03_dt_enus 1 

  Inserting and Formatting Graphics in Word 2013 mo_adwo_a04_dt_enus 1 

  Navigating and Reviewing Documents in Word 2013 mo_adwo_a05_dt_enus 1 

  Reference Tools and Mail Merge in Word 2013 mo_adwo_a06_dt_enus 1 

  Adjusting Document Views and Customizing the 
Appearance of Word 2013 

mo_adwo_a07_dt_enus 1 

  Sharing and Collaboration in Word 2013 mo_adwo_a08_dt_enus 1 

Microsoft Office 2013: Beginning Excel (7) 
  Creating Workbooks, Worksheets, and Data in Excel 2013 mo_bgel_a01_dt_enus 1 

  Saving and Printing Data in Excel 2013 mo_bgel_a02_dt_enus 1 

  Formatting Cells and Worksheets in Excel 2013 mo_bgel_a03_dt_enus 1 

  Formatting Data in Excel 2013 mo_bgel_a04_dt_enus 1 

  Presenting Data using Conditional Formatting and 
Sparklines in Excel 2013 

mo_bgel_a05_dt_enus 1 

  Performing Calculations Using Functions in Excel 2013 mo_bgel_a06_dt_enus 1 

  Presenting Data in Tables and Charts in Excel 2013 mo_bgel_a07_dt_enus 1 

Microsoft Office 2013: Advanced Excel (4) 
  Creating and Customizing Visual Elements in Excel 2013 mo_adel_a01_dt_enus 1 

  Customizing Options and Views in Excel 2013 mo_adel_a02_dt_enus 1 

  Manipulating Data in Excel 2013 mo_adel_a03_dt_enus 1 

  Data Search, Data Validation, and Macros in Excel 2013 mo_adel_a04_dt_enus 1.5 



Microsoft Office 2013: Power User Excel (6) 
  Sharing and Linking Data, and Adding Office Apps to Excel 

2013 
mo_puel_a01_dt_enus 0.5 

  Reviewing and Protecting Content in Excel 2013 mo_puel_a02_dt_enus 1 

  Advanced Formats and Layouts in Excel 2013 mo_puel_a03_dt_enus 1 

  Advanced Formulas and Functions in Excel 2013 mo_puel_a04_dt_enus 1 

  Using Financial Functions and What-If Analysis in Excel 
2013 

mo_puel_a05_dt_enus 1 

  Using PivotTables, PivotCharts, and Advanced Charts in 
Excel 2013 

mo_puel_a06_dt_enus 1 

Microsoft Office 2013: Advanced PowerPoint (2) 
  Advanced Slide Shows Tools in PowerPoint 2013 mo_adpw_a01_dt_enus 1 

  Sharing, Printing, Protecting and Delivery Presentations In 
PowerPoint 2013 

mo_adpw_a02_dt_enus 1.5 

Microsoft Office 2013: Beginning PowerPoint (4) 
  Creating Presentations in PowerPoint 2013 mo_bgpw_a01_dt_enus 1 

  Enhancing PowerPoint 2013 Presentations mo_bgpw_a02_dt_enus 1 

  Animations and Media in PowerPoint 2013 mo_bgpw_a03_dt_enus 1 

  Finalizing a PowerPoint 2013 Presentation mo_bgpw_a04_dt_enus 1 

Microsoft Office 2010    

Microsoft Office 2010: New Features (3) 
  Office 2010 New Core Features mo_otnf_a01_dt_enus 1 

  New Messaging and Collaboration Features in Office 2010 mo_otnf_a02_dt_enus 1 

  Office 2010 Web Apps and New Features in Publisher and 
Mobile 

mo_otnf_a03_dt_enus 1 

Microsoft Office 2010 New Features for Users Migrating from Office 2003 (3) 
  The New Office 2010 Interface, Word 2010, and Excel 

2010 
mo_nfum_a01_dt_enus 1 

  Outlook 2010 and Collaboration in Office 2010 mo_nfum_a02_dt_enus 1 

  New Features for PowerPoint, Publisher, and Access in 
Office 2010 

mo_nfum_a03_dt_enus 1 

Microsoft Office 2010: Beginning Word (9) 
  Getting Started with Word 2010 mo_bwrd_a01_dt_enus 1 

  Formatting and Working with Text in Word 2010 mo_bwrd_a02_dt_enus 1 

  Organizing and Arranging Text in Word 2010 mo_bwrd_a03_dt_enus 1 

  Moving Around in Word 2010 mo_bwrd_a04_dt_enus 1 

  Structuring Word 2010 Documents mo_bwrd_a05_dt_enus 1 

  Reviewing Documents in Word 2010 mo_bwrd_a06_dt_enus 1 

  Saving, Sharing, and Printing in Word 2010 mo_bwrd_a07_dt_enus 1 

  Customizing the Behavior and Appearance of Word 2010 mo_bwrd_a08_dt_enus 1 

  Drawing and Inserting Graphics in Word 2010 mo_bwrd_a09_dt_enus 1 

Microsoft Office 2010: Advanced Word (7) 
  Using Themes, Backgrounds, Watermarks, and Quick Parts 

in Word 2010 
mo_awrd_a01_dt_enus 1 

  Adding Tables of Contents, Footnotes, Hyperlinks, and 
Bookmarks in Word 2010 

mo_awrd_a02_dt_enus 1 

  Forms, Fields, and Mail Merge in Word 2010 mo_awrd_a03_dt_enus 1 



  Managing, Inspecting, and Recovering Word 2010 
Documents 

mo_awrd_a04_dt_enus 1 

  Creating and Formatting Tables in Word 2010 mo_awrd_a05_dt_enus 1 

  Manipulating Tables in Word 2010 mo_awrd_a06_dt_enus 1 

  Embedding Charts and Tables into Word 2010 mo_awrd_a07_dt_enus 1 

Microsoft Office 2010: Beginning Excel (11) 
  Getting Started with Excel 2010 mo_bexl_a01_dt_enus 1 

  Applying Basic Data Formatting in Excel 2010 mo_bexl_a02_dt_enus 1 

  Moving and Getting Around in Excel 2010 mo_bexl_a03_dt_enus 1 

  Moving Data and Modifying Worksheets in Excel 2010 mo_bexl_a04_dt_enus 1 

  Saving, Sending, and Printing Excel 2010 Workbooks mo_bexl_a05_dt_enus 1 

  Using Conditional Formatting, Tables, and Sparklines in 
Excel 2010 

mo_bexl_a06_dt_enus 1 

  Reviewing and Protecting Content in Excel 2010 mo_bexl_a07_dt_enus 1 

  Using Basic Formulas in Excel 2010 mo_bexl_a08_dt_enus 1 

  Using Basic Functions with Excel 2010 mo_bexl_a09_dt_enus 1 

  Inserting Basic Charts in Excel 2010 mo_bexl_a10_dt_enus 1 

  Adding Visuals, Themes, and Styles to Excel 2010 
Workbooks 

mo_bexl_a11_dt_enus 1 

Microsoft Office 2010: Advanced Excel (8) 
  Customizing Visual Elements in Excel 2010 mo_aexl_a01_dt_enus 1 

  Workbook Settings, Conditional Formatting, and Number 
Formats in Excel 2010 

mo_aexl_a02_dt_enus 1 

  Organizing Data and Objects in Excel 2010 mo_aexl_a03_dt_enus 1 

  Verifying Excel 2010 Data and Formulas mo_aexl_a04_dt_enus 1 

  Automating Excel 2010 Tasks Using Macros mo_aexl_a05_dt_enus 1 

  Analyzing Data with What-if Analysis in Excel 2010 mo_aexl_a06_dt_enus 1 

  PivotTables and PivotCharts in Excel 2010 mo_aexl_a07_dt_enus 1 

  PivotTable Filters, Calculations, and PowerPivot mo_aexl_a08_dt_enus 1 

Microsoft Office 2010: Power User Excel (5) 
  Sharing Excel 2010 Workbooks Online and on a Network mo_pexl_a01_dt_enus 1 

  Using Excel 2010 to Collaborate Online and with Other 
Office Applications 

mo_pexl_a02_dt_enus 1 

  Using Lookup, Reference, Math, and Text Functions in 
Excel 2010 

mo_pexl_a03_dt_enus 1 

  Manipulating Formulas and Using Forms in Excel 2010 mo_pexl_a04_dt_enus 1 

  Using Excel 2010 Data Connections: Web Queries, XML, 
and Databases 

mo_pexl_a05_dt_enus 1 

  Using Advanced Slide Show Tools in PowerPoint 2010 mo_appt_a01_dt_enus 1 

  Collaborating and Sharing Presentations in PowerPoint 
2010 

mo_appt_a02_dt_enus 1 

Microsoft Office for Mac 2011    

Microsoft Office: Beginning Word for Mac 2011 (7) 
  Microsoft Word for Mac 2011: Getting Started om_bwmc_a01_dt_enus 1 

  Microsoft Word for Mac 2011: Formatting and Working 
with Text 

om_bwmc_a02_dt_enus 1 



  Microsoft Word for Mac 2011: Structuring and Organizing 
Documents 

om_bwmc_a03_dt_enus 1 

  Microsoft Word for Mac 2011: Moving Around a 
Document 

om_bwmc_a04_dt_enus 1 

  Microsoft Word for Mac 2011: Adding and Formatting 
Images 

om_bwmc_a05_dt_enus 1 

  Microsoft Word for Mac 2011: Creating and Formatting 
Tables 

om_bwmc_a06_dt_enus 1 

  Microsoft Word for Mac 2011: Saving, Printing, and 
Spellchecking 

om_bwmc_a07_dt_enus 1 

Microsoft Office: Beginning Excel for Mac 2011 (8) 
  Microsoft Excel for Mac 2011: Getting Started om_bemc_a01_dt_enus 1 

  Microsoft Excel for Mac 2011: Applying Basic Data 
Formatting 

om_bemc_a02_dt_enus 1 

  Microsoft Excel for Mac 2011: Navigating the Interface 
and Viewing Workbooks 

om_bemc_a03_dt_enus 1 

  Microsoft Excel for Mac 2011: Moving Data and Modifying 
Worksheets 

om_bemc_a04_dt_enus 1 

  Microsoft Excel for Mac 2011: Using Basic Formulas om_bemc_a05_dt_enus 1 

  Microsoft Excel for Mac 2011: Using Basic Functions om_bemc_a06_dt_enus 1 

  Microsoft Excel for Mac 2011: Inserting Basic Charts om_bemc_a07_dt_enus 1 

  Microsoft Excel for Mac 2011: Saving, Sending, and 
Printing Workbooks 

om_bemc_a08_dt_enus 1 

Microsoft Office: Beginning PowerPoint for Mac 2011 (4) 
  Microsoft PowerPoint for Mac 2011: Getting Started om_bpmc_a01_dt_enus 1 

  Microsoft PowerPoint for Mac 2011: Adding Simple 
Presentation Enhancements 

om_bpmc_a02_dt_enus 1 

  Microsoft PowerPoint for Mac 2011: Using Media Files in 
a Presentation 

om_bpmc_a03_dt_enus 1 

  Microsoft PowerPoint for Mac 2011: Animations and 
Presentation Tools 

om_bpmc_a04_dt_enus 1 

Microsoft Office 2007    

Microsoft Office 2007: New Features (4) 
  New Features for End Users in Microsoft Office 2007 239866_ENG 1.5 

  Microsoft Office Excel, PowerPoint, and Outlook 2007 239874_ENG 1.5 

  Microsoft Access 2007 and Microsoft Publisher 2007 239976_ENG 1 

  Sharing and Collaboration in Microsoft Office Enterprise 
2007 

240019_ENG 2 

Microsoft Office 2007: Beginning Word (5) 
  Getting Started with Word 2007 mo_bgwd_a01_dt_enus 1 

  Working with Text and Paragraphs in Word 2007 mo_bgwd_a02_dt_enus 2 

  Structuring, Editing, Saving, and Opening Documents in 
Word 2007 

mo_bgwd_a03_dt_enus 2 

  Printing, Help, and Automated Formatting in Word 2007 mo_bgwd_a04_dt_enus 2 

  Working with Documents in Word 2007 mo_bgwd_a05_dt_enus 2 

Microsoft Office 2007: Advanced Word (3) 
  Advanced Formatting in Word 2007 mo_adwd_a01_dt_enus 1.5 



  Advanced Document Navigation and Document Reviews 
in Word 2007 

mo_adwd_a02_dt_enus 2.5 

  Using Tables, Charts, and Graphics in Word 2007 mo_adwd_a03_dt_enus 2.5 

Microsoft Office 2007: Word for the Power User (3) 
  Advanced Data Manipulation Features in Word 2007 mo_wdpu_a01_dt_enus 1 

  Advanced Document Features in Word 2007 mo_wdpu_a02_dt_enus 1.5 

  Collaborative Features in Word 2007 mo_wdpu_a03_dt_enus 2 

Microsoft Office 2007: Beginning Excel (5) 
  Getting Started with Excel 2007 mo_bgex_a01_dt_enus 2 

  Manipulating and Formatting Data and Worksheets in 
Excel 2007 

mo_bgex_a02_dt_enus 3.5 

  Reviewing and Printing in Excel 2007 mo_bgex_a03_dt_enus 1.5 

  Excel 2007 Formulas and Functions mo_bgex_a04_dt_enus 2 

  Excel 2007 Charts, Pictures, Themes, and Styles mo_bgex_a06_dt_enus 1.5 

Microsoft Office 2007: Advanced Excel (3) 
  Advanced Formatting in Excel 2007 mo_adex_a01_dt_enus 2 

  Advanced Data Management in Excel 2007 mo_adex_a02_dt_enus 1.5 

  Advanced Customization in Excel 2007 mo_adex_a03_dt_enus 2 

Microsoft Office 2007: Excel for the Power User (3) 
  Analyzing Data in Excel 2007 mo_expu_a01_dt_enus 3.5 

  Protecting and Sharing Excel 2007 Workbooks mo_expu_a02_dt_enus 2 

  Exchanging Data with Excel 2007 mo_expu_a03_dt_enus 3 

Microsoft Office 2007: Beginning PowerPoint (3) 
  Getting Started with PowerPoint 2007 mo_bgpp_a01_dt_enus 1.5 

  Adding Graphics to Presentations in PowerPoint 2007 mo_bgpp_a02_dt_enus 1.5 

  Adding Multimedia and Animations to Presentations in 
PowerPoint 2007 

mo_bgpp_a03_dt_enus 1 

Microsoft Office 2007: Advanced PowerPoint (2) 
  Creating Custom Slide Shows in PowerPoint 2007 mo_adpp_a01_dt_enus 1 

  Distributing Presentations in PowerPoint 2007 mo_adpp_a02_dt_enus 1 

Microsoft Windows 8    

Microsoft Windows 8: End User (6) 
  Windows 8: New Features and Common Tasks mw_eteu_a01_dt_enus 1 

  Files and Connectivity in Windows 8 mw_eteu_a02_dt_enus 1 

  Personalizing Windows 8 mw_eteu_a03_dt_enus 1 

  Working with Apps in Windows 8 mw_eteu_a04_dt_enus 1 

  Internet Explorer 10, File Sharing, and Recovery in 
Windows 8 

mw_eteu_a05_dt_enus 1 

  Managing Hardware and Advanced Options in Windows 8 mw_eteu_a06_dt_enus 1 

Microsoft Windows 8.1: End User (6) 
  New Features and Common Tasks in Windows 8.1 mw_etev_a01_dt_enus 1 

  Organizing Files and Searching for Items in Windows 8.1 mw_etev_a02_dt_enus 1 

  Personalizing Windows 8.1 mw_etev_a04_dt_enus 1 

  Working with Apps in Windows 8.1 mw_etev_a05_dt_enus 1 

  Getting Online, Sharing, and Using SkyDrive in Windows 
8.1 

mw_etev_a03_dt_enus 1 

  Managing Hardware and Advanced Options in Windows mw_etev_a06_dt_enus 1 



8.1 

Microsoft Windows 7    

Microsoft Windows 7: First Look for End Users (1) 
  Microsoft Windows 7: First Look for End Users  mw_mwfe_a01_dt_enus 2 

Microsoft Windows 7: End User (3) 
  Getting Started with Windows 7 mw_mweu_a01_dt_enus 1.5 

  Setting up and Securing Windows 7 mw_mweu_a02_dt_enus 2 

  Customizing Windows 7 mw_mweu_a03_dt_enus 1 

Microsoft Internet Explorer 9    

Microsoft Internet Explorer 9: End User (3) 
  Microsoft Internet Explorer 9: Browsing and Managing 

Web Pages 
id_mcin_a01_dt_enus 1 

  Microsoft Internet Explorer 9: Searching and Subscribing 
to Web Content 

id_mcin_a02_dt_enus 1 

  Microsoft Internet Explorer 9: Customization and Security id_mcin_a03_dt_enus 1 

Microsoft Internet Explorer 8    

Microsoft Internet Explorer 8: End User (2) 
  Internet Explorer 8: Basic Features id_mcie_a01_dt_enus 1.5 

  Internet Explorer 8: Advanced Features id_mcie_a02_dt_enus 1.5 

Apple Safari X    

Apple Safari for End Users (3) 
  Getting Started with Safari id_apsa_a01_dt_enus 1 

  Up and Running with Safari 5.1 id_apsa_a02_dt_enus 1 

  Sharing Content and Browsing the Web Privately and 
Securely using Safari 

id_apsa_a03_dt_enus 1 

Apple Mac OS X    

Mac OS X Lion for End Users (4) 

  Getting Started with Mac OS X Lion for End Users ao_ameu_a01_it_enus 1 

  Getting Organized with Mac OS X Lion ao_ameu_a02_it_enus 1 

  Using Mac OSX Lion to Interact with the World ao_ameu_a03_it_enus 1 

  Under the Hood with Mac OS X Lion ao_ameu_a04_it_enus 1 

Social Networking    

Social Networking for Users (1) 
  Social Networking for Users  sn_snts_a01_dt_enus 1 

 


